Records Management Briefing
for the HED Staff - Feb 2001

Sponsored by: Information Mgmt Ofc




Agenda

® Importance of Records Management
® AR 25-400-2, MARKS

® Selected File Numbers

® CE Elec. Doc Mgmt Sys. (CEEDMS)
Upcoming District Inspection/Survey
Records Holding Area & NARA
~orms to Transfer & Boxing Records




Records Management

® Records Creation

® Records Maintenance and Use

® Records Disposition




Well Managed Records. ..

® Provide timely, complete and accurate
Information you need to do your job

® Conserve space, money and time

® Protect the rights of the Government
and its citizens

® Serve as institutional memory




What is a Federal Record?

v Recorded information, regardless of media

v' Made or received by a Federal agency in
accordance with law or in the conduct of
business

v Preserved or appropriate for preservation
as . ..

v Evidence of the organization, functions,
policies, decisions or other activities of the
Federal government or value . . . of
iInformation it contains




Federal Records Include:

Traditional Documentation
Reports / Memorandums
Directives

—orms

- Email - Print and File Copy
- Correspondence . ..

/— Organized into Case and Project Files




ltems That Are Not

Federal Records (Non-record)

Extra copies of documentary materials
maintained solely for convenience or
reference

% Library or museum materials preserved
solely for reference or exhibition purposes

% Stocks of agency publications and blank
forms, but excluding the record set of
publications




Iltems That Are Not

Federal Records: Other Examples

X Vendor catalogs and trade journals

% Coplies of agency directives maintained
by other than the iIssuing components of
the agency

% A letter received by an employee
concerning his/her personal business
(do not maintain personal papers here,
take it home)!




AR 25-400-2, MARKS

® Modern Army Recordkeeping System

® Reminders:
*Purging Records IAW MARKS
*Submit Internal SOP’s, POH Regs, &
Policies to IM for authentication, proper
distribution and posting to the webpage




Examples of MARKS File
Categories & Retention's

lle # 200 - Environmental (2 - 50 yrs)
lle # 210 - MILCON (6-10 yrs)
lle #405 - Real Estate (1-10 yrs)

lle # 415 - Construction (6 - 10 yrs)
lle # 715 - Procurement (1-6 yrs)
lle # 1105 - CE Planning (5 to Perm)

ile # 1145 - CE Reg. (2 to Perm)
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FN: 210-20b

Title: Military construction projects

Autherity: NC1-AU-85-68

Privacy Act: Not applicabie.

Description: " -

a. information perta.inhg to aﬂes or properties listed in the National
Register of Historical Places and information on the planning, design,
and construction of spacific projects or proparties (AR 200-1 and TM
5-801-1). Included are authorizations, justifications, tasts,
investigations, geclogical data, cemant and concrete reports,
foundation reports, logbooks, construction field layout books,
computations and cross-sactions, relocations, analyses of design,
specifications and addenda, original tracings, “as-bullt” drawings, shop
drawings, prograss photographs, and inspection reports.

b. Information pertaining 1o sites or properties not listed in.the National
Register of Historical Places and information on the planning, design,
and construction of specific projects or properties. Included are
authorizations, justifications, tests, investigations, geological
investigations, cement and concrete reports, ogbooks, computations
and cross-sections, relocations, analyses of dasign, specifications and
addenda, ariginal tracings. “as-built" drawings, shop drawings,
prograss photographs, inspection reports, and complation raports.
Disposition: ‘

a. For a above—

(1) OCE: Destroy when no longer needad for current operations.

(2) Other offices of the Ammy Staff and major and intermediate
command headquaners: Destroy 2 years after completion of project.

(3) Fisld cffices: Permanent.

b. For b above—

(1) OCE and OT5G: Destroy when no longer naeded for current
operations. Transfer “as-built” plans, including original tracings; site
plans; reservation maps; repreducible copies of standard drawings
indicating the “as-built” changes; final approved shop drawings; copies
of construction contracts; specifications; and copies of final design
analyses to the using service after acceptance of the facility.

(2) Cther officas of the Army Staff and major and imtermadiata
command headquarters: Destroy 2 years after completion of project

{3) Field offices: Destroy 10 years after completion of project, axcept
that analyses of dasign will be retained until praject is abandoned or
passas from DOD control.

FN: 210-20c



Records Enable You To. ..

Properly Transact Government
Business

Make Timely and Informed
Decisions

Accomplish Your Mission




Selected File Numbers

® Engrg 4346/1, Sep 87 (List of your
office file/project numbers- MARKS)

® See your office admin/secretary for an
updated copy

® Use list when setting up your work area
files.

® Avallable: S:FormFlow/Files.frp




SELECTED FILE NUMBERS LOCATION PRCE 1 al 3 PAGES
(JBACE Fuppl 1 Eo AR 25-400-2) D: Drawsr | DATw RSP = T
1 Cabinsk Mw‘ﬂ.ﬂ' i il Ao PV T
THRIT: [Resards Coordipabors) TO: [Resords Adm/Mgr. ] FROM: [Office Tiela,/Tymball
Records Adminiatracce Dasaigsn Branch (CERON-EC-0)

INSTROCTIONS

Submit te Records Management OFficer bwo separace lisca, in dupllicate of selected file numbers,
one for housekesplng Ifiles and cne for mission Files. When change in migelen sccur, aicher
agding or deleting specific records seriss, submit revised lise of selecred file numbers.

SECTION T (Preparing office)
From (Qffice Ticie /Spmbol) - enter office Eitle and symbol of preparingoffice,
Engr g 44 1 Frepared by - signature of indiwvidual preparing li=e.

Room pumbar - locsrion of filas.

Bxtension - sxteneien of individual preparing Llist.

Records Coordinatar - eignature of designacod records casordinator.
ApRroving Buparviaox (Tiype Name) - bype name of suporvisor.
Signature - mignature of supervicor.

CDaco - daze list is prepared.

SECTION II (Filaas liscing)

Wumbar [(Flilel - enter current £ile mmbers {Appandisx E, AR 25-400-2) used - lisr gelpsted file
pumber only = da nos list all £file Folders.

Title & Description - Liot the file title amwi a briof deageriptian.

Peivacy Aot - List the system noclce number from AR 340-21 series for thoss recorda subiect o
The Privacy Ackicm.

Magnetic Media = If the information i in magnecic foom enter "X0.

Micraforms - If in misreform and serves as the record copy in place of other media, encer the
Microform Document o Iafoxrmation System [(MICROOIS) nurber asaigoed. If nea-cecord
ireference copionl enter *XY. For paper copies leave blank. .

COFF - encay Elme o event on which file ie cut off, such as: annually - ©Y; amnually - FY:
supsd or ob; evenc; digcontinuancs,

Ratencicon - eacer bow long file im held. such as: 1 yr, 2 yra; & yre; Pecm.

EECTION I (FPreparing office)
= b B e’

— el
FREPARED BY: RODM WBER ELTERSION RECONGE COONDIMATOR (Sigoaturm]
AMY TREHIRO Bldg 250 Rm ZE3 |438-2306
AFPROVING OUPERVISCR |Type Mana) STCRRTURE DATE
GAWY Y. G. WIP, Ch, Dasign Bz. e, LG K, 18 Jam 3001
SECTICH II {Praparinmg Office)
FRIVASY ACT MAZ- | HICRD- HETEM-
FUMTER TITLE AND DEdGRIrTION STETEM HOTICE | NETIC | Pomds COFF TION
H
la CPFFICE FILE NUMBERH Daacroy whan
Approved list of Eile onumbmrs. suparcaadad
1k UFFICE GENEEAL MPANIMIENENT Destcoy when
Office safaty Linspection, bullatim suparceeded

boards, EEC, FPI.and [G issued. mgmt
sonkral plan.

it OFFICE ORGANIZATION FILES Daakray whan
Organization charte, recrganisation no loogaer
ippuesz, office symbols, distribution neadad
linmt.

Lo OFFICE MAIL CONTROLS Dastroy atoar
Expreas maill procedutes, distribokien I yoreEa

limt., stop numbars.

ENG PORM 4348/L, SEP 87 EDITION OF JAM i3 I8 ORIECLETE. P gt




CE ELECTRONIC DOCUMENT
MANAGEMENT SYSTEM
(CEEDMS)




| CE ELECTRONIC
DOCUMENT MANAGEMENT
SYSTEM (CEEDMS)

® An electronic system that covers document
management, records management and
workflow.

® Mandated by HQUSACE, 1997

® Web site:
http://www.en-int.nab.usace.army.mil/ceedms/




Update on CEEDMS

® HQ completed EDMS Economic
Analysis (EA). (Oct 00)

® EA requires approval all the way
through to Congress for funding.
(Feb 01)

® Await HQ guidance. (Jun 01)

® *Funding Is most critical to pursue
EDMS to its completion. ~Begin
Implementation (Jul 02)




Upcoming Inspection/Survey

® Are file folders kept in work
area/cabinets properly typed and
labeled by FY/CY and disposition?
Ex: 1110 Gen. CE Corresp Jan 2000
Disp: Oct 2002

® Do all correspondence include MARKS
number?




Inspection - Continued

® Are admin/ project files being timely
transferred to RHA, NARA or properly
purged in-house IAW MARKS?

® Are materials (envelopes, paper clips

being removed prior to filing?

® Survey of unnecessary clutter (boxes,
files, drawings, papers, etc.) What's the
purpose and why Is it here?




Inspection - Continued

® Are original receipts of travel order &
vouchers being filed with the Admin or
Secty In one centralized cabinet for
each traveler in case of an audit?

Traveler shall keep a copy.

® Are small purchases from IMPAC Credit
card holders being filed under 715j in
one centralized cabinet?




Records Holding Area (RHA)




Records Holding Area
(RHA)
e Tour of the RHA, Schof. (on location)

® Gary Ludewig (RHA/Pubs Supervisor)

® Shelved Record Boxes







Gary Ludewig - RHA

b wc-U07 . rpg
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(Shelved Paper - Forms)




Forms to transfer boxes

(All avail on FormFlow)

® SF-135, Records Transmittal & Receipt
and Continuation sheet, SF-135a.

® DA 543, Request for Records from RHA

® OF 11, Ref. Request from Fed Rec Ctr
from NARA




Forms to Transfer to the RHA

@ SF-135 and SF135a
Records Transmittal & Recelpt

® Completed & Returned by RHA




FAGE
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RECORDS TRANSMITTAL AND RECEIPT

Ceaglese and sund eviglnal s two eepies of 16y lean lo The pppicpadate Federal Ratoeds
Certy For bpprovid pritr 12 1Kpment ol retards. See spaciles I thockeons €4 davern.

PAGE
1
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PRGES

.70 [Cetpitls B 2t s fov 1he ficnds CRaer Savang Your aree &Y Sbaren o 36 CFR 1208 150Y
Fedeeal Records Conter

RECORDS HOLDING AREA, BLDG 6042, 5B, HI

U.5. Army. Bngineer District, Honoluln
ATTN: CBPOH-OC Siop ¥#502

S FRDM  Sader Bhe paice aad complaie maBing 1ddress of the office setining 1ha saconds. Thp sipned receip” of s fira yallda seal Ie
15y addiass]

L T;E;;";EEI TRANSILRHHSG AGENCY OFHCIAL [ipartore s ditei BATE F1. Shafier, H1 96858-5440
. POC: A. Tarrant
AITHOR: | Anna Tarrant, Records’Managér vig 76? a6
. - ABEHCY L RBIERRING AGLMCT L OFFICIS - B¥rare, alfice 04 befupiiures Mad
" ConrAcY - gg ﬁl.f.,f o0
Dawn b H-OC 43811
Lun s RECINS BECINEOBY (Snsinw sl fif P L
"“"%/ TONY CALDB A CUSTODIAN 5 Jun 00 "y
§. B ] RECORDS DATA
: : EOWFLITEDBY RICORDS CENTER
2 ST A YOUUME ii[:f ! SERIES DESCAIPTION &3 DISPOSAL AUTHORITY (fehey | DISPOSAL Egwldy
G | Fr | moR | wan) | wowsERs U2t dnchiin dulne of ocorth 2 e DATE LO¢ATION d3|EE £
E - e mpmded [l ,
il | e (2] le} ] 15) [L]] i 1A pifafim
UIC W2SNAA AR 25-400-2 RHA
[ U.8. Army Epgineer District, Honoluly
Files nor subject to the provisions of the Privacy Acl
These files do nol conlain, as prescribed by AR 380-13,
information on persons or organizations oot affiliated
with the Department of Defeiue
OFFICH O COUNSEL, POH-OC
1/3 |prown & Root USA, POH 94-05, CMIS 940300 N 27-40b 1/2006 | RmA 113
DACABJ-90-C-0009
CC Engineering &Construction, Inc, POH 94-10
CMIS 940532, DACAEI-93-C-0061
Clement Brothers Co,, POH 52-14, CmiS 922486
DACA83-86-C-012
. Wood & Assoc, Ltd., POH 9508, CMIS 950600
DACARI-33-C.
Walter Y. éﬁnkalfi, POH 94-07, CMIS M0430
POH 94-11, CMIS 940547, DACAS$3-64-C-0006
* |POH 93-14, CMIS 930679, DACAB3-9]-C-0094 Exz 14 &
283/3 tryction Co., POH.84-01, 13 183
DACAB3-C~0103 135407 a8 V. 148
E#a Cu stodior e

Conptedid by 1H-

J—m:J,SCJuu oG



REQUEST FOR RECORDS
e i il 1his Forrm, e APE 264040 2: tha propensnt ageney i3 D04

FLEASE READ THE FOLLOWINE BEFSAE COMPLETIRG THIS FORM
= Thise racoréx will be anad for oiteial purgese ey,
» Dt ramen, gusradt b ba romsoved, ndd B, or revesd ihe exnieess B2 anssthoriond pisoas.
= Tha suqueste le rispansibile for rotum of thes s reserds §atact 1o the alfice of rscped.
SECTICN | - T8 BE COMPLETED BY THE REQUESTER
1. FECOROVS BEYRESTED filiva i3 clarsitieaton sulyect, dla wod poer idalping irfaomasion. & cocds of picoond aves rovanris, v maren [LAST WAME BRSTE prade,
SN, type of e ragvestsd, v prpaae 1oy wivk ieoad &Y i B ared )

@ @ 2

DACW-90-D-0025, dba Park Engineering 27 af 85 6T
DACW-90-D-0025, dba Park Engineering 16 of 64 4352
;ﬁsﬁ&fﬁnﬁgﬁﬂ?&?ﬂ;gm Yamamme of reqeesion Lfﬁ.&“;& nfmqm@ 5 maﬁ

Siep: S02 B nmﬂmﬂgﬂmmf @
Anea Tarmant, Rec Mgr, POD, 438-8348
SECTION B . T0 BE COWSLETED BY THE RECORDS CUSTODIAN

| 7. SEARCHER'S REPORT
3, RECORES NTTARTIED 7R GELTERT 0 ADDRESS W TEW L. o L. Mo TELGi WO A D TR Lo

b. RECDRES CURRENTRY 0N LOAN Sameiete Soek 7o)

. UFAASLE TOVDENTIFY RECORDS

§. DATE RECORES MUST RETURNED

3, KDORESS OF CUSTODEN 10, TELEPHONE A, ‘ 11 BATE

@ 656-0334

12, NALEE LMD SGMATURE OF CLETODUAN

@}ﬁ' CALDERA, RHA CUSTODIAN

SECTIOH 1. T0 BE COMPLETED BY THE OFFICE OF RECOAD
2 DATE RETURMED 4. SIGMRTURE O INITLALE OF NORELML TS WHOM RECORES WERE RETURNED

L M co———— ——
DA FORM 543-R, JAN 83 P L L e e v




Transfer/Retrieve - NARA

® SF 135 and SF-135a Records

Transmittal and Recelipt

® OF Form 11 Reference Request -

Federal Records Center (

0 Retrieve

box(s). Allow 9-10 working days.
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= it ol <l =9
LI 0 5 3 | 1) in} If 15 L] A1 Ifl D | L0 |"t=)
= o US ARMY CORPS OF ENGINEERS HED/POD f 65 — N
< o1y oo pO1G | ) COEMIS ACCOUNTING RECORDS ON , Vesas (65 =|a A )
ah__hl_____.__’____f- =2 MI “— ' D/:.m{a o7 o
16 1/16 ACCOUNTING DATA R [17-2-1d gl |
JULY 1966 - FEBRUARY 1987 f— b
2/16 ACCOUNTING DATA R |37-2-1d e
FEBRUARY 1987 - SEPTEMBER 1987
316 ACCOUNTING DATA R (37-2-1d
SEPTEMBER 1987 - APRIL 1988
4/16 ACCOUNTING DATA R [37-2-id
MAY 1988 - DECEMBER 1988
5/16 ACCOUNTING DATA R [37-2-1d :
DECEMBER 1988 - AUGUST 1989 |
6/16 ACCOUNTING DATA R [37-2-1d .
SEPTEMBER 1989 - APRIL 1990 |
7716 ACCOUNTING DATA R [37-2-1d i
APRIL 1990 - JANUARY 1991 |
B/16 ACCOUNTING DATA R 137-2-1d )
FEBRUARY 1991 - NOVEMBER 1991 !
%16 ACCOUNTING DATA R {37-2-1d
NOVEMBER 1991 - SEPTEMBER 1992 A |
10716 ACCOQUNTING DATA : R |37-2-id :
SEPTEMBER 1992 - MAY 1993 N el [ |
i 115107 paIU St 6 v 1o
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US ARMY CORPS OF ENGINEERS, HONOLULY DISTRICT
BLDG 230, CEPOH-RM-F, POC: ANNA TARRANT
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SEPTEMBER 939 - APRIL 1990

ACCOUNTING DATA

APRIL 1990 - JANUARY 1991

ACCOUNTING DATA

FEBRUARY 1991 - NOVEMBER 1%91

ACCOUNTING DATA

NOVEMBER 1991 - SEPTEMB‘BR 1992
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SEPTEMBER 1992 - MAY 1993
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REFERENCE REQUEST -- FEDERAL RECORDS CENTERS MOTE: Uss & saparata fiorm for anch raguost,

SECTION | - TO BE COMPLETED EY REQUESTING AGENCY
MECOAD GROUP &0 == TR | AGENCY BOX RUMIR: BLOIAEES CIHTER LOGCE Tl Hursiss

o W I = 13 2a33N2-24334 B-A-N

DESCRIFTION OF RECORDCE O INFORMATION REQUESTID fnckete i ALmBs and pag]
TRANSMITTALS/SUBMITTALS, VIDEQ TAFES, DIVE PLANS, MISCELLANEOUS

MMARES
WATURE OF SERVE
[m ey O S BB S O ppoper O et
AR OF B SLET A TELIHERE NS, ] Pra st
ANNA TARRANT for C. Hasegawn (S08) 438-2340 | [1Dec0 T .
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v o, [T e oA
ﬁ e g, (L0 a0 ol ikt 8 v %L P o S e F i
SECTION Il - FOR USE BY RECOADS CENTER
EsAREE

[0 PECORDE HOT M CENTER CUSTODY ] mEcoRDs DESTROYED P am

[} wRONG B0 MU MBER - PLEASE RECHECK ED-YOSHIMURA, FSRO [ TAMC) DATE =

ADDITICHAL MPORMATION RECARFED TO IDENTIFY RECDRDS
a AEQIFESTED

a WSSIKG Lﬂmmu. snfowmaion par hangs cand faund in
cossalne's] spacitad

D AECORDS PREVIOUELY CHARZED OUT TOD ame, agansy sad dael:

aﬁ?ﬂfﬁr_

hare stnact wbires | Tiamai

~ SECTION I - TO BE CONPLETED BY REQUESTING AGENCY

eyl Seviee Aomen rranns
Fufipral Racsrdy Cortar HARS
FAC-ALASKA REGION, 6125 SAND PT WAY, N.W. -
NOTE: In Washingtan, D.C. area
= SEATTLE WA o115 Rt s BI7IEA8
i %) [0 Sp Cad)

PREVIOUS EDITION USASLE e wmgmﬁ o

Mote, ’41':;{_..!:[.-1 ‘?— Fla] Ma‘.-}':‘.'ﬁ'l-::r tﬂﬂﬁl ;:h- n‘jL.lrt:j A 1,20




Boxing Records

® When all boxes are ready, mark the boxes in the right top corner
block "box _ of "EX. 1 of 10, etc
(write neat, legible and at least 2" in height)

® You may use a pencil to mark your boxes (to keep track), then
later for the final marking, use a black marker pen.

Accession # Agency Box #

#1 of 10




Boxing Records

® Use a black marker pen and print your office symbol
on the front of the box below the side flap. Mark it
two inches in height and legible.

Accession # Agency Box #

#1 of 10

Criss-cross fold EACH box CLOSED to secure




RHA/Z/NARA Reminders

® Records whose disposal date has already passed or
with less than one year of retention remaining must
NOT be sent to the RHA/NARA. Records shall be

disposed of locally.

® Tuck in or cut off side flaps BEFORE inserting file

folders to assure side flap holes are accessible to
carry boxes at least 3” of space at opening flaps.

® The RHA/NARA will NOT accept over-stuffed boxes,
they will return boxes at the cost of the Corps.




Demonstration of
marking/packing
record box

Thank you for attending!
Contact AnnaTarrant, IMO, x8349




Always do the right thing;
Service,
eadership;

Improvement




